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Originals if not microfilmed would be

A
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1.| HMINUTES ‘
1

Datess 1937 - -
File Arrangements: Chronological

The Minutes of the Board of Managers contain a record of policy

decisions, resolutions, and general activities of the Board.

Minutes for the period 1870-1937 during which the school was under
Minutes for the period

private management have not been located.
1937-1947 are in the hands of former secretaries of the Board.

Since February 1948 the Minutes have been retained at the School.

APPROVED
HALL OF RECORDS COMMISSION

RECOMMENDATION: RETAIN PERMANENTLY.

et 4 e = mm ma—e

2.| HISICRY GF BOYS

Size: 15" x 10" x 2%
Dates: 1870-1952
Quantitys 32 volumes

File Arrangement: Numerical

Index: Yes, in 2 volumes (Item L)

These volumes are the personal history record of each boy comitted
to the school. Entries include information on physical characteris- .
tics, family, social and religious background, record of previous :
arrests, education, and general character. Later books also recard f
boy's status (committed or detained), as well as court information '
(type of committing court), and record of later violations after '

~7. Agency, Division or Bureau Representative _
@ ﬁ 220y, /Zo/f y-7- 2
Wre / ’ y f Date _

// [ Title
Scheddle Authoriz.e_c-l\cs Indicated in Col. 6 ;-y/Holl of Disposal Authorized as Indicated in Col. 6 by Board of . -
ds Commission. - Public Works.
\
2/5/57 Mbw«_ <. M»K// EPRB 59 e e a
"/ /Daté . Archivist Date — Secretary

.
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5. Description of Records )
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

3.

A.

discharge. There is occasional use of these records for verifica-

tion of age or birthdate of former immates.

Case folders, which have been maintained for all boys actively in
duplicate much of the information in these
In the index to these volumes there is

training after 1937
volumes (Item No. 3).

additional information on each boy (Item No. L).

RECOMMENDATION: RETAIN PERMANENTLY.

CASE FOLDERS

Size: B3" x 11*
Quantity:

etical
cubic feet (estimats)

7 drawers active, -3l inactive (total 7h cubic feet)
Datess 1937 = -
File Arrangements
Disposable Amounts

Annual Accumulations 2 drawers or 33 cubic feet
Indexs Yes (see Item No. L)

A case folder is maintained for each boy committed or dstained at

Boys Village. Much of the information in these folders, especially
that concerned with vital statistics, is duplicated in the
of Boya volumes (Item No. 2) for the period up to 1952. A
summary of information on each inmate is maintained on a current

basis in the Index to History of Boys (Item No. L).

The contents of a typlical case folder have been ssparated into two

categories for purposss of retention:

A. Court records for commission or detention of delinquent

(including social worker's report)

Release (copy signed by committing court)

5DPW form 420, Progress Report to the Court .

SDPW form 421, Beginning Study Summary (containing complete|
personal history, history of previous delinquency, and
dslinquency resulting in cowrt acticn; recommenda

8 of the student guidance committes)

SDPW form 123, face sheet, containing vital statistics,
sumary of court action, absences, after-care place-

and

! N BY
RECOMMENDATION: RETAIN FOR SEVENTY YEARS; THEN DESTROY. = ' & | ~. L1 \.ORKS
B. SDPW form U17 (three-page), Referral for After-care Plan- N

ning, made out to notify committing court when a boy |- ' '
. is recommonded for release
SDPW form 25, Consent for Medical Care (for committed anly) -
SOPW form L27, Data on Child Committed to .

(copy sent to SDPW 6 weeks after admissign)

tiens

APPROVED
HALL OF RECORDS COMMISSION

-

TN
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

.Bo

k.

5.

SDPY form L3l, Training School Educational Report (submitted
30 days before release)

SDPW form L35, Requsst to Court for Social History

SDP4 formhi36, Follow-up Request for Social History

SDPW form 437, Referral for Special Planning for Child not
reeting admission or discharge criteria

Form letters to parents concerning transfer of boy to Green
Ridge Forestry Camp for Boys; notification of weekend

for release proceedings

Monthly Progress Report (record of progress in school which is
an internal report only)

letters recolved and copiss of letters sent to parents and
parties intorested in boy's welfare

Sumnary report of behavior (Reports from orientation center),
{sse Item 5)

Notations of actions of the Guidance Committes

Record Out, showing days.immate is permitted to leave school

Parole Investigation Report

INDEX TO HISTORY OF BOYS

Size: 18 x 159 x 3»
Dates: 1870 - =

Quantity: 2 volumes

File Arrangement: Numerical

This is an index to both the History of Boys volumes (Item No. 2)
and the Case Folders (Item No. 3). As each boy is committed or
detained, his name 48 entered in ths index and a number asaigned
to him, In addition to name and number, the indexes record boy's
age, date of commission, committing person, city or county commit-
ting, charge, date of receipt, date of discharge, and final dispo-
sition (to whom paroled, escaped, etc.).

earned with famlly; request for appearance at Circuit Court

RECOMMERDATIONs RETAIN FOR TEN YEARS AFTER DISCHARGE; THEN DESTROY.

APPROVED
HALL OF RECORDS GOMMISSION

RECOMYENDATION: RETAIN PERMANENTLY. CERAREEE] RARNED TR Y
ORIENTATION CASE FOLDERS AREEE RS LI M ORES
|

Size: 83" x 11v : -

Datess 1953 - -

Quantity: 3% legal drawers (7 cubic feet) |

File Arrangement: Alphabetical by name PP e

Annual Accumulation: 2 cubic feet - Gor . _FARY

Dnringth.aperiodof orientation, records are prepared to aid in
classifying boys as to personality, interests, and bshavior

patterns. After final classification, an individual boy is placed
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6. Recommendation

4,

5. Description of Records
Describe records accurately. Include title, form number, size of documents,

of Hall of Records
and Board of Public
Works.

C§

work or activity to which the records relote, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

A

6.

wlth the proper group for further tra.ining.

tion as name, physical characteristics, olothing inventory; conduct

report aheats (from cottage parents; teachers, etec.) with note of
action takeny coples of correspondence sent by Director of Social

Services; and sumary report of behavior {ses Item 3).

BECOPHENDATION ]

CRIENTATION WORKING FILE

typical folder on an ixmate contai.ns shaets listing snch informa-

RETAIN FOR THREE YEARS AFTER COMPLETION OF AN
INMATE'S CRIENTATION; THEN DESTROY.

7'

8.

Thia file ctmtains all the vorking papers utilized in the operation
of the orientation program for entering boys. Among its contents
are storercom reports, requisitions; restriction lists, cottage
detall charts (showing work assigned teo various groupsS

work and orientation schedvles; population distribution reports;

and daily clothing issue sheets,
RECOMIENDATION ¢

83 x 11

1953 = = .

l.s cuble feet
Alphabetical

Sizes

Datess -
- Quantitys

File Arrangement :

3 memorandaj.

RETAIN FOR THREE YEARS; THEN DESTROY.
GROUP FROORESS REPGRTS |
83 x 11t

1953 - -

1% cubic fest

Chronologﬁ.cal

Sizes
Datess

Quantitys
File Arrangenents ‘
Annual Accumulations less than 3 cubie foot

Disposahle Amount: 1 cubic foot

This file cansists of mports sent to.the Directm' of Crientation
by personnel who supervise each phase of scheduled a.ctivlty carried
out during the: orisntation program.. ,

RETAIN FOR THREE YEARS AFTER mmxon OF CRIENTAM
TION PERIOD; THEN DESTROY.

RECORD OF PUNISHMENTS U

15" x 127 x 2"

191)-19223 1934-19)2
Quantity: 2 volumes
File Arrangement.: -Chronological

RECOMMENDATIONSs

Size:
Dates:

e

APPROVED
HALL OF RECORDS COMMISSION

P e

These volumes contain a record of boy's name and

et e v e
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public

| Works. .

9.

10.

committed, punishment administered, and the name of party reporting
the offensa. ' ,

RECOMMENDATIONs RETAIN PERMANENTLY.

- RECORD OF PAROLED BOYS

Sizes 15" x 12" x 1"

Dates: 1902-19153 1932-193L
Quantitys 3 volumes :

File Arrangement: Alphabetical

Two volumes for the period 1902-1915 list boys paroled, number
assigned to each boy, ags, place committed from, to whom paroled,
record of payments, remarks (including notations of transfer,escape,
etc.). The volume for 1932-193L contains only a listing of boys
and discharge or parole date.

RECOMMENDATION: RETAIN PERMANENTLY.
DATLY POPULATION REPORT

Form No.: SDPW 41l

Sizes 84" x 11v

Dates: 1954 - = o
Quantitjé 1 drawer (1.8 cubicfest)

A report of the population distribution of Boys Village is prepared
daily. Entries on the form includs: number of boys on commitment
or dstention, number of admissions or releases, total absent for
various resscvns. A copy is sent daily to ths State Department of
Public Welfare. :

RECOMMAENDATIONs RETAIN FOR THREE YEARS; THEN DESTROY.
DORMITORY ASSIGNMENT

Size: 15".:: 10" x 1v
Quantity: 1 volume : . .
File Arrangement: Chronological

This uwndated register was maintained to facilitate placement of

APPROVED
HALL OF RECORDS COMMISSION

boys in cottages. It 1lists boys by name and the nams of the cottage

to which assigned. _
RECOMMENDATION: RETAIN FOR THREE YEARSs; THEN DESTROY. | 0. 12

SECKRITARY

Ao m e

——
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12, | SUMMARY CARDS

Form No.t SDPW 402, replaced by LOL
Sizes 5" x 8%

Datess 19l - -

Quantity: % cubic feot

Disposable Amounts 3% cubic foot

This £ile was maintained to provide a convenient breakdown of in-
formation, including the following: date paroled, local unit charge-
able for cost of maintenance, boy's name, status of boy - admitted,
carried over, on parole. As each boy was discharged, his card was .
prepared and filed. The original copy of this card was sent to the
Department of Public Welfare. o

Form LOL4 (834" x 11"), Monthly Statistical Report of Juvenile Insti-
tution, has since 1954 been-submitted to the Department of Publie
Welfare in place of Form 402. Form L4O4 is a monthly report contain-
ing the following information: date, facility (institution) submit-
ting report, status of children committed or detained; days' care
given during monthj summary of populationg status of referrals for
: after-care supervision; number of children classified by local unit .
. chargeable for: children admitted; children for whom care was ter- :
minated; dstainsd children admitted or discharged; children receiv-
_ | ing care in facility at end of month and the number of referrals
pending at end of monthy and listing of children detained more than
.| twenty-one ‘daya and in facility (institution) at end of ths month,

APPROVED
HALL OF RECORDS COMMISSION

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

13. | MONTHLY SUMMARY

Sizes 15" x 14" x 2%

Datest 1913 - -

Quantity: 3 volumes

File Arrangemsnt; Chronological

This record is a listing of boys received or discharged. Pricr to
1945 there is included a statistical breakdown of causes of commit-
ment, reason for discharge, and final disposition of each boy - trans

fer, parole, escape. After that date the statistical breakdown is
not included. Wt vt iory Tav
o H H IR S R .

RECOM{ERDATIONs RETAIN PERMANERTLY. | Boan coA
14. |MEDICAL HISTORY AND TREATMENT RECORDS % | P
Size: 5S¢ x §® cards, 81® x 11" gheets )
® | N iE YNNI

4 file drawers or 7 cubic feet (totalt

Quantiwz 6 drawvers (Sﬂ x BII or 1.5 cubic fee . .............. 5::; ,PV
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

6. Recommendation
of Hall of Records
and Board of Public

(cubic or linear feet). Show recommended retention period.

Works.

File Arrangements Alphabetidal
Annual Accumulation: Less than § cubis foot
Disposable Amounts # cubic foob

These are records of physical examinations and subsequent medical
treatment. For the period, 1928-194li, a single volume, Record of
Treatments, was maintained. Since 19LlL, both a Medical History Card
(194 = =), and other individual records of treatment have been main-
tained in the immates case folder. When a boy is discharged from

the School, the Medicsl History Card is transferred to an inactive
card file. This card contains family medical histery, past history,
of diseases, physical examination findings, and notations of subse~
quent visits. . .

RECOMMENDATIONs RETAIN SEVEN YEARS AFTER DISCHARGE; THEN DiSSTRDI.
SUPERINTENDENT 'S GENERAL CORRESPONDERCE

Size: 83" x 11

Datess 1954 - = :
Quantitys S drawers or 9 cubic feet

Annual Accumulations 2 cubie feet (estimate)

This is the operating file maintained by the Superintendsnt!s office.
Most of the correspondence is received from or directed to Federal,
State, local, or private organizations and agencies which have an
interest in the activities of Boys Village of Maryland.

In addition to correspondesnce, the file contains the following types
|of material: reports, statistical summaries, directives received
from Department of Public Welfare, budget requests and working papers
case folders on new construction projects, coples of accounting rec-
ords, records describing personnel dutles, and memoranda.

RECOMMENDATIONs RETAIN FOR THREE YEARS3; THEN REMOVE AKD RETAIN
PERMARENTLY ANY MATERIAL HAVING LEGAL OR ADMINISTRA-
TIVE VALUE AND DESTROY REMAINDER.

APPROVED
HALL OF RECORDS COMMISSION

]

16. [ACCOUNTING RECCRDS BT

Size: 83" x 14
Dates: 1938 - -

File Arrangement: Chronological

Audits State
. ==

Quantity: 17 drawers or 34 cublic feet S BN
Annual Accwmlations L cubic faet (estimate) W Ld e~

This item includes all standard accounting forms used State
agencies as.supporting data to the final books of entry. The final
books of entry are to be retained permanently. Specifically the
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supporting records ares
Comptroller of the Treasury

Form No. )

o
. " L
Memorandum of Adjustment >

del-5 Distribution of Charges o
1 and E-} Transmittal o=
DD-1 Certificate of Deposit and Bank Deposit Slip =
R-2 (formerly MR-2) Monthly Report of State Funds Collected and o
. Deposited . =T

Distribution of Unexpended and (bligated B 8
Monthly Statement of Balances

HALL OF RECORDS COMMISSION

Purchasing Bureau (Department of Budget and Procurement)

l-A Requisition for Supplies
7= Purchase Order
100-16 Out~of-Schedule Requisition for Supplies
39-A and }40-n - Stores Requisition
CF-2 Copy of Contract Awarded
® Capital Fund Requisition for Equipment
00/24 Actual Emergency and Repairs Report
7-A Copy of Contract Awarded
-3 Copy of Contract Awardsd
Delivery Involce
6=A FNotice of Award of Contract
2 Credit Memorandum

Report of Partial Delivery
Budget Bureau (Department of Budget and Procurement)

-1 (Rev.) Formerly EB-1 and BB-2 .
Budget Schedule Amendment Sheet
B.P. Inv. R101 Report of Fixed Assets (amnual)
B.P. Inv. R102 Report of Materials and Supplies (ammual)
B.P. Inv. 6 Materials and Supplies Physical Inventory
(annual)
Budget form
Nos. 1 thru 11 Budget Estimates Fiseal Year (13 pages
including farm statement)
PP-1~A Power Plant Utility Report (monthly) -
Farn Repart (armual) oo ey
Farm Report (monthly) L. - - - i
Food Report (momthly) T T ,
® ' onn |
Vendors Invoices - W
AL\
. Bank Deposit Slips At i
1

L ~ L boaNS. kAT Y

-— —— -
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0.

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

(cubic or linear feet). Show recommended retention period.

. FORM’ HR-RM 1A , i SCHEDULE 8
G1-1-80) (' “E¢| ST FOR RECORDS RETENTION ~H[™ ILE No. 281
Holl of Records N (Continuation Sheet) v PAGE
Commission NO. 9,
4 5. Description of Records 6. Recommendation

of Hall of Records
and Board of Public
Works

17.

Bank Statements

Canceled Checks

Inventory ~ expendable equipment

Check Stubs

Inmata's Purchases - Commissary account cards
Inmate?!s Order for Commissary Purchases

Cash Receipts

Petty Cash Slips - for lesa than a dollar
returned to immate at tims of discharge

Recelpt for clothing issued

SPPW=-403 Statistical Card for Child Detained in Training
School

SDPW-LOL Monthly Statistical Repert of Training School
to State Department of Public Welfare

SDPW 39) Quarterly bills to counties for boys in the
Training School

Vendors delivery receipt

Shipping and delivery instructions
Weekly Cvertime Sheet for Employees
Employees Daily Sign-in Sheet

RECOM{ENDATION: RETAIN FOR TEREE YEARS, OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.

e e ety

ACCOUNTING RECORDS FOR WIICH DISPOSAL HAS BEEN PROVIDED BY A GENERAL
RECORDS RETENTION SCHEDULE.

PAYROLYL (Prior to JRly 1, 1953). The agency copy of this payroll
form 18 to bs retained for five years or until audited, whichever
is later, and then destroyed. (General Schedule No. G=l, Item l-d
approved by the Board of Public Works, January 11, 195h).

PAYROLL JOURNAL - The agency copy is to be retained for three years
or until audited, whichever is later and then destroyed. (General

Schedule No. G-2, Item l-d, approved by the Board of Public Works,

January 11, 1951;5.

PAYROLL EXCEPTIONS, ADIITIONS AND PEDUGTIONS - the agency copy is
to be retainsd for thres years or until audited, whichever is later,
and then dsstroyed. (General Schedule No. G-2, Item 3-b, approved
by the Board of Public Works, January 11, 195135.

PAY WARRANTS -~ The agency copy is to be retained for three years

APPROVED
HALL OF RECORDS COMMICSION

or until smdited, whichever is later, and then destroyed.-{General
Schedule No. G=3, Item 3, approved by the Board of Public Works, °
May 10, 195L). i

*

-
l—. -~ -

RECEIVING WARRANTS - The agency copy is to be retained for three

years ar until audited, whichever is later, and then destroyed.

(Ceneral Schedule No. G=4, Item 3, approved by the Board of Publie
i

Works, May 10, 195L). W

Ty Y

i
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

16.

19.

20,

TRANSMITTAL FORM E-1 or E-% (Comptroller of the Treasury Form)
is to be retained for three years or until audited, uhichever is
later and then destroyed. (General Schedule No. G=-5, Item 3,
approved by the Board of Public Works, May 10, 195k).

MASTER AUTHORIZATION

This State-wide form of the Commissioner of Persomnel is the auth-
orization for entering the employee!s nams on the payroll or for

making any changes in the pay rate. It also shows all pay deduc-
tions.

RECOMMENDATIONs RETAIN WHILE EMPLOYED AND FOR THREE YRARS AFTER
DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER
1S LATER, AND THEN DESTROY.

JEAVE RECORDS

Datess 1953 - -
Quantitys cubic feet
Audit; State

File includes the following recordss

Leave record card - Form SEC 128-A, a standard State-wide

form, preopared annually for each employee
leave applicationa

Doctor's certificates
Leave sumary sheets

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AWD THEN DESTROY.

TIME CARDS - '

Form No.t SEC 128

Size: 5" x 80

Quantity: 6 drawers or 1.5 cubic feet)
File Arrangesment: Alphabetical

Annual time cards (SEC 128) are prepared for each employee of the
school. Cardshwsbymonththedayavorhddm-ingthsyaarand

sickandammalleavetakenm'mnsed. r"‘”‘:
RECGM/ENDATION: RETAIN FOR FIVE YEARS AFTER INDIVIDUAL HAS LEFT
EHPLOY OF THE SCHOOL AND THEN DESTROY.




